BACKGROUND:

<<lInsert company name>
work-finding services to it
personal data [(including S
provide these services. In §

You may give your perg
application or registration
another source, such as i
processing your personal
personal data in accordang
you with work-finding servi

1. Information About Us
<<insert company name>>

A limited company registe
number>>,

Registered address: <<insg
Main trading address: <<in
VAT number: <<insert VA
[Data Protection Officer: <<
Email address: <<insert e
Telephone number: <<insg
Postal address: <<insert aq
[Representative: <<insert
Email address: <<insert e
Telephone number: <<insg
Postal address: <<insert aq
[We are regulated by <<ing
[We are a member of <<ing

[<<insert further informatio

2. What Does This Notice C

This Privacy Notice explai
it is held, and how it is prod
your personal data.

3. What Is Personal Data?

Personal data is defined b
2016/679) (the “GDPR”)
Protection Legislation”) as

© Simply-Docs — EM.EC.PRIV.02 Employment]

ruitment business which provides
ers. The Company must process
tive’ personal data)] so that it can
ts as a data controller.

mpany directly, such as on an
site, or we may collect them from
pany must have a legal basis for
re details. We will only use your
otice for the purposes of providing
lating to roles relevant to you.

pany number <<insert company

onal data: how it is collected, how
pur rights under the law relating to

ection Regulation (EU Regulation
Act 2018 (collectively, “the Data
to an identifiable person who can

1
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be directly or indirectly ide rence to an identifier’.

Personal data is, in simplg
identified. Personal data c
details, but it also covers
electronic location data, an

about you that enables you to be
such as your name and contact
such as identification numbers,

The personal data that we elow.

What Are My Rights?

Under the Data Protectio
always work to uphold:

a) The right to be infd
This Privacy Notice
always contact us t
Part 11.

b) The right to access
how to do this.

he following rights, which we will

n and use of your personal data.
g you need to know, but you can
any questions using the details in

bld about you. Part 10 will tell you

C) The right to have yq
by us is inaccurate
11 to find out more.

d) The right to be forg
of any of your perst
in Part 11 to find ou

d if any of your personal data held
pntact us using the details in Part

us to delete or otherwise dispose
lease contact us using the details

e) The right to restrict

f) The right to object
purposes.

9) The right to withdr,
consent as the leg
withdraw that conssd

h) The right to data p
data to us directly,
a contract, and tha
us for a copy of tha
in many cases.

ing of your personal data.

| data for a particular purpose or

s that, if we are relying on your
personal data, you are free to

at, if you have provided personal
consent or for the performance of
automated means, you can ask
b with another service or business

i) Rights relating to 3
your personal data
your personal dd
[profiling]].

For more information abou
outlined above, please con

ng and profiling. [We do not use
explains more about how we use
ited decision-making] AND/OR

h| data or exercising your rights as
brovided in Part 11.

It is important that your p4
personal data we hold abg
have that data.

rate and up-to-date. If any of the
keep us informed as long as we

e obtained from the Information
Bureau.

Further information about
Commissioner’s Office or

If you have any cause for
the right to lodge a complg

b of your personal data, you have
Commissioner’s Office. We would



welcome the opportunity
contact us first, using the d

5. What Personal Data Do

The Company may collect
special category or ‘sensiti

s ourselves, however, so please

the following personal data [and

Data Collected llect the Data

[Identity Information including <<i hod of collection and/or
collected, e.g. name, title, date of

gender>>.]

[Contact information including <<i hod of collection and/or
collected, e.g. address, email add

telephone number>>.]

[Work information including <<insg hod of collection and/or

collected, e.g. CV>>]

[Other identity information includi hod of collection and/or
data collected, e.g. National Insur4
number, nationality (for evidence d

work)>>.]

[Sensitive personal information ing hod of collection and/or
<<insert data collected, e.g. healt

information>>.]

[<<add further information as req

You are under no obligatio

provide certain information pvide work-finding services.

6. How Do You Use My Per{

The Company needs to
services to you.

The Company will proces
work-finding services. T
opportunities, assessing
databases, putting you fo
and developing and manag

In some cases, the Compa
purpose of investigating, re
that apply to us. We ma

audits to demonstrate our ( dustry standards.

[We use the following auto
making] AND/OR [profiling
on the basis of this or wish
the action themselves, rat
Protection Legislation gives
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y with data. However, if you do not

a in order to offer work-finding

e purposes of providing you with
ple, contacting you about job
pse opportunities, updating our
es, [arranging payments to you,]
tionship with you and our clients.

llect and process your data for the
ime, and also to comply with laws
ion during the course of internal

ying out certain kinds of [decision-
to query any action that we take
ention’ (i.e. have someone review
the automated method), the Data
Please contact us to find out more



using the details in Part 11

e [The following auto ethod(s) may be used:

o <<insert si
legal basis

that data, a | effects>>.

place:

o <<add furthg
e [The following auto

o <<insert si
which you r
the intended

o <<add furthd

gl

The legal bases we rely up D you are:

e Your consent (e.g.
relationship with yo

o Where we have a 4
work records up to

and contacting you bre it is needed);

e To comply with a I¢
your entitlement
requirements]).

The Company will only ug
originally collected, unless
with those original purposg
we do use your personal
purpose is compatible with

If we need to use your
incompatible with, the pur

you and explain the legal b 0 SO.

In some circumstances,
personal data without you

bounds of the Data Protec egal rights.

7. How Long Will You Keep

The Company will only holg
purposes for which we collg

Different laws may also reg lifferent periods of time.

The Conduct of Employ

2003 require us to keep wa east one year from:

¢ the date of their cre
e after the date on w ith work-finding services.

[The Company must alsd
pensions auto-enrolment rq
required by HMRC and ag
legislation].
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hted decision-making including the
ata used, the reason(s) for using

ling including the legal basis on
eason(s) for using that data, and

ew candidate or to manage our

hnaging our database and keeping
ng services to you and our clients,

b subject to (e.g. in order to check
r to comply with safeguarding

br the purposes for which it was
at another purpose is compatible
personal data for that purpose. If
wish us to explain how the new
hct us using the details in Part 11.

purpose that is unrelated to, or
briginally collected, we will inform

ed by law, we may process your
This will only be done within the

bs long as is necessary to fulfil the

loyment Businesses Regulations

brds, holiday pay, sick pay, and
e retained for as long as is legally
m wage, social security, and tax
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Where the Company hag
sensitive data, we will do s
period to which you have ¢
Where consent is not grant

t to process your personal and
otection Policy. Upon expiry of the
ill seek further consent from you.
0 process your data.

How and Where Do You rsonal Data?

Data is stored in a range d
the Company's candidate
the Company's email syste

ing on your application record, [in
ind in other IT systems (including

[We will [only store or tranj
personal data] within the
Protection Legislation.]

DR [store or transfer some of your
be fully protected under the Data

AND/OR

[We will [only store or tranj
personal data] within the B
all EU member states, plus
personal data will be fully
and/or to equivalent standa

DR [store or transfer some of your
(the “EEA”). The EEA consists of
echtenstein. This means that your
ita Protection Legislation, GDPR,

AND/OR

onal data in countries that are not
onsists of all EU member states,
EA]. These are known as “third
hat are as strong as those in the
hdditional steps in order to ensure
securely as it would be within the
OWS:

[We [may] store or transfe
part of the [European Ecq
plus Norway, Iceland, an(
countries” and may not ha
UK and/or the EEA. This
that your personal data is
UK and under the Data Prg

[We share your data withi
this involves the transfer ¢
personal data is protected
same rules with respect
corporate rules”. More infq
European Commission.]

AND/OR

[We share your data with
based outside of the EEA
transfers:

bs of which we are a part. Where
the EEA, our group ensures that
ies within the group to follow the
. These are known as “binding
porate rules is available from the

detailed below in Part 9, that are
[s] [is] OR [are] applied to such

I countries whose levels of data
Commission. More information is

[We will only transfer yo
protection are deemed ‘ad
available from the Europea

AND/OR

[We use specific contrac
European Commission fo

arties that are approved by the
al data to third countries. These


https://ec.europa.eu/info/law/law-topic/data-protection/data-transfers-outside-eu/binding-corporate-rules_en
https://ec.europa.eu/info/law/law-topic/data-protection/data-transfers-outside-eu/adequacy-protection-personal-data-non-eu-countries_en

9.

10.
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contracts require the same
the Data Protection Legig
Commission.]

AND/OR

[Where we transfer your
protected if they are part o
provide data protection tdg
Europe. More information i

protection that would apply under
is available from the European

ed in the US, the data may be
Id. This requires that third party to
s of data protection to those in
pean Commission.]]

1 for further information about the
5 when transferring your personal

Please contact us using th
particular data protection
data to a third country.]

The security of your perso

, and to protect your data, we take
a number of important mea [

ing:
o those employees [, agents,

a legitimate need to know and
nfidentiality;

e limiting access to
contractors, and o
ensuring that they 3

e procedures for dg
destruction, loss, 4
personal data) incl
Office where we are

es (the accidental or unlawful
fisclosure of, or access to, your
br the Information Commissioner’s
.

o <<describe specific

Do You Share My Person

The Company will process
following recipients:

e HMRC,;

¢ Clients of the Comq

Dr sensitive personal data with the

e Any applicable lega
e Previous employerq
e [Payroll service pro
e [<<Add additional t

When your personal data
take steps to ensure that
accordance with your righ
the law, as described abov

arty, as described above, we will
handled safely, securely, and in
he third party’s obligations under

[If any personal data is tra
order to ensure that your
would be within the UK ;
above in Part 8.]

EA, we will take suitable steps in
just as safely and securely as it
ptection Legislation, as explained

How Can | Access My Pe

If you want to know what p
of that personal data and fq

but you, you can ask us for details
wn as a “subject access request”.

All subject access request ng and sent to the email or postal


https://ec.europa.eu/info/law/law-topic/data-protection/data-transfers-outside-eu/model-contracts-transfer-personal-data-third-countries_en
https://ec.europa.eu/info/law/law-topic/data-protection/data-transfers-outside-eu/model-contracts-transfer-personal-data-third-countries_en
https://ec.europa.eu/info/law/law-topic/data-protection/data-transfers-outside-eu/eu-us-privacy-shield_en

11.

12.
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addresses shown in Part
Access Request Form is a
but it is the easiest way t
request as quickly as possi

sy as possible for you, a Subject
ou do not have to use this form,
eed to know to respond to your

There is not normally an
‘manifestly unfounded or ¢
fee may be charged to cov

ccess request. If your request is
f you make repetitive requests) a
s in responding.

We will respond to your su
month)>> and, in any cas
aim to provide a complete
that time. In some cases,
time may be required up
your request. You will be k¢

in [<<insert period (less than one
onth of receiving it. Normally, we
opy of your personal data within
ur request is more complex, more

onths from the date we receive
Jrogress.

How Do | Contact You?

To contact us about anyt
including to make a subjed
attention of <<insert name

brsonal data and data protection,
use the following details [(for the

Email address: <<i
Telephone number: ber>>,

Postal Address: <<i

Changes to this Privacy

We may change this Priv4
example, if the law chang
personal data protection.

ime. This may be necessary, for
r business in a way that affects

Any changes will be mads
was last updated on <<insg

here/how>>. This Privacy Notice



